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HA\R. 607, Increases annuities of retjred also a substantial portion of the rest of the
Federyl workers, by 10 percent, but would not Govégnment. Measurable savifgs t¢' the
give t1s increasé to those drawing 4,104 dol- Orgarzation amount to be about 55,000 man-
lars a 3 those hours worth one hundred and fitty thousand
who no e than dollars per year. This ta.nglble sgving will
1,200 doldars a year. Algo extends ghnuities continue\to accrue for myrany yearf to come
to widowsy of employees 3‘1‘ retirees fwho died and there Will be many ;{ntanglbl benefits of
be;fore Apnl, 1948 Approved by House Civil general application to,a large payt of the en-

H. R. 8523 Consohdates in Sé ion 9 of the
Universal ‘Servme Act
the provisions of law providifig “reemploy-
ment rights f nd rdservists
Approved by\ House. in ”&enate
Armed Servicey Committee. x

Approved For Release

S. 25. Requies that fulyre pay raise ﬁpr
Government peg di e collar) worke

proved by Senate.
Pending in House\Civi vice Committee.

S8 T34

increase. Approved/ R
Committee,

In impfessive ceremonies a‘{t ded by the
three Civil Service Commissi

in th history of the Organization’s Sygges-
tion Awards Program, stemmed from thd sub-
migéion of three related employee suggestions
which affect not only this Organization but

orking days after *
", performance and is ad
“of Pergonnel.

- ful consi

tire Government as wyell

The Chairman 0! the Suggfstion Awards
Committee weldprded the Civil Service Com-
missioners and ¥ther guests/and briefly ex-
plained the Orgayization’s fncentive awards
program, notlﬁg that the shggestion awards
portion of the progyam depls with improved
efficiency 1n operations and is administered by
the Management aff / while the honor
awards portion is colcgrned with superior
istered by the Office
The Chgjrman explained the
ﬁ‘&tur*é of the improvg ) ents resulting from
thé‘suggestmns of th¢ fdur employees being
horioxed and commemtded \each employee for
his cogtribution. alsq commended the
evalua%{s and supefvisors Yor their thought-
ration of ffhese supgestions.

The Diredfor peysonally pyesented to each
of the four 23.\?10 ees a Lettdr of Commenda-
tion from the“Chairman of\the Suggestion
Awards Committge, a Certifichte of Apprecia-
tion signed by ftlte Director land an award
check. One award Was for foup-thousand dol-
lars; two were for tw\bﬁhousa d dollars each
and one was for five-fiyndred dollars. The
Director exprgssed his dedp apphreciation both
personally aygd on behalf ofthel Organization
to each employee receiving ah afvard.

The mengbers of the Civil SeNice Commis-
sion were fery interested in theid particular
suggestiogs, and the Civil Service CoOmmission
Chairmap stressed the Governmeht-wide im-
portancg of the Incentive Awardy Program
which produces many such excelldnt sugges-
tions each year. He told the group that, since
its indeption, this program has been\responsi-
ble Ipr savings to the Government of\approxi-
mately 312 million dollars and that Govern-
mept employees have received more than 16
million dollars in Incentive Awards.
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MANAGEMENT TOOLS

REporRTS MANAGEMENT

A sage old fire chief at a large Navy base
was questioned about fire regulations.
about reporting fire hazards?” he was asked.
“If you mean in writing, heck nol” he replied,
and then added, “By the time I got the writ-
ten word this whole place might be burned to

the ground.”

The chief was practicing good reports man-
agement — fimely reporting of essential in-
formation in a simple and direct manner.

Most of our requirements for administrative
reports cannot be stated as simply as the fire
! chief’s, nor complied with as easily. Wide-
spread activity requiring increasing adminis-
trative control, a compartmented organiza-
tional structure, and ever-changing conditions
tend to complicate reporting systems.
ever, Organization personnel can do much to
improve our administrative reporting prac-
tices simply by applying the following prin-

ciples:

Establish the basic need for a report — A re-

port is justified if: (1) the information re-

~ quired is appropriate to the functions of the
using office, and preparing offices are the best

sources of data; (2) the report serves a pur-

pose which could not be accomplished some

other way, such as through direct supervision

A%, or inspection; (3) the need for the report does
! not stem from a problem which should be cor-
rected rather than reported; or (4) the infor-
mation reported is actively used as a basis for
actions, plans, or decisions, and these uses

fully justify the cost of the report.

Select ¢ reporting frequency which is con-
sistent with the need for information. Pro-
grams on which information is reported often
decelerate rapidly. Unless changed, the re-
porting frequency may soon become unrealis-
tie, or the opposite may occur, i.e., the pace of
a program is stepped up, or situations begin
to occur so frequently that they should be
summarized rather than reported separately.
Check a series of reports. What frequency is

needed now; what is the trend?

Specify a reporting date which, if possible,
is convenient to the reporting office. Avoid
conventional peakload reporting dates such as
end-of-month, end-of-quarter and end-of-year.
Allow sufficient time for adequate prepara-
tion, without overtime. Base due dates on
working days, not calendar days, whenever
possible.

Insure that the flow of information follows
the pattern of organization and command,
and that information is summarized at vari-
ous points where decisions are made or where
responsibility is placed. Good administra-
tion includes delegating authority to make
decisions at levels where actual operations are
carried out; good reporting stops detailed in-
formation at those same levels.

Develop a report format which: (1) is sim-
ple in design and standard for each preparing
office; (2) provides for transmitting the re-
port without covering correspondence; and
(3) is arranged so that the preparing office
can compile the data from records it normal-
ly keeps, and so that the receiver can locate
information quickly and apply it to his needs.

Be sure that the report directive you issue
is clear and complete — preferably in writing.
Good directives mean good reporting.

Be sure that periodic and critical reviews of
the need for continuing reports are made.

Reports management can mean fewer and
better administrative reports at lower cost,
thus releasing more time for the Organization
fo accomplish its mission. Consult your

Records Officer if you have an administrative .

reporting problem. Further guidance is

available from the Records Management Staff.

WERIT PAY RAISE PLAN

The President’s Sub-Cabin ommittee
studying Federal ary ems has been
asked to consider af one highly signifi-
cant change in 1€ Classifitatjon Act, which
controls the-grades and pay o e Govern-

ment’s classified employees.
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